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GAME AND FISH LAW ENFORCEMENT REGIONAL/DISTRICT OPERATION FILE

PO What is the functlon of the office in which this record series is created?

Law Enforcement captains at the reg1ona1 and district offices supervise groups of
rangers engaged in enforcing state hunting and fishing laws in an assigned area of
the state. Duties include: assisting rangers with difficult investigations of game
and fish violations; supervising the training of new rangers assigned to the area;
submitting wekkly reports of activities of rangers, district violations, and vehicle
milage reports; and informing the public of the various activities of the Department.
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11 . This file contains the following documents (include form numbers and titles, if any,
and file arrangement). :

Documents relating to: the administration and operat1on of Game and Fish Law Enforcement
Regional and District offices.

Included are: see attached sheets.

File is arranged: by fi.ca: ye-~: t == *.. alphabetically by subject.
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15. Is the 1nformat10n contained in thls series ever summarlzed or publlshed9 [ 1 [X]
Attach copy of summary or publication.
16. Does the series contain classified jinformation requiring security handling* [ 1 [X]
17. Does the series initiate, amend or terminate agency policies and procedures? [ 1 [X]
18, Could the function be performed if the files were lost or destroyed? [X] [ 1
19. Is the series (or major portion of it) regulerly microfilmed? If yes, why? [ 1 [X]
20. Does the record seriestprovide data as 1nput to an EDP file? ' [(X] [ 1
21. Does the record series contaln documentatlon produced as EDP printout? [ 1 [X]
22. Has the Federal Government issued instructions governing the retentlon/dlspo- I ] [X]
sition of these files?
23, Will there be a need for these records 10, 15 years from now? If yés, what? [ 1 X
2k, REQUIRE&ENTS. The following requires the files to be kept__ years:
a.[]JSTATE  b.[]STATUTE OF «c.[]AUDIT  d.[]FEDERAL e.[]ADMINISTRATIVE f.[]HISTORTCAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)
see attached sheets.

¥
i
1

Records M s gffie (S"-""“tm)|5 blT?‘f' OTHER REQUIRED SIGNATURES  DATE
26. (RBécommendations |[Agency Head/Designee’ - ’f]ij){; (2 | '// }/ 1
in paragraph 25 Approved Disapproved . = Sp it |
are: afe Auditor/Destignee ‘ i
Approved [ ] Disapproved \ [~\H-H

STATE RECORDS)], NSegre f State/Designee "N\
COMMITTEE =R BLV] A d [ ] Disapproved (f;L£¢4%€&Z— 1&4_é¢'

, 6-/3-7%

— - — : — e e - —_— - S e —

| Attatney General/Designee ' W '
L | Approved Disapproved M M é"/‘/-}j_




Bepartment of Natural Resources

i
, f OFFICE OF ADMINISTRATIVE SERVICES .
.
270 WASHINGTON ST., S.W. «
‘ [,
zfﬂk @_ Tavmer . . ATLANTA, GEORGIA 30334 /
COMMISSIONER ' } ' (404) 686-2755

James H. Pitinom

DIRECTOR

GAME AND FISH LAW ENFORCEMENT REGIONAL/DISTRICT OPERATION FILE

Included are the following documents:

A, Office General Admlnlstrat1Ve flles

Fiscal and Flnance. conflrmatlon- requisition; field purchase
order; feimbursement to petty cash; travel expense statement;
payroll time sheet; toll call certificate; gas and 0il record;
contract shipping order; weekly activity report-Federal; request
for approval; and other related documents. :

Service and Supply: inter-office requisition for printed forms;
surplus property transfer form; inventory change form; transfer

of equipment; inventory adjustment document; custody receipt
document; transfer shipping document; report of lost, stolen, damaged,
or destroyed property; and other related documents.

Office Personnel: 1leave request, leave card; job description; report
of performance; personnel action request} oOperator's report of
motor vehicle accident; and other related documents.

Office Managément- official correspondence, memorandums, and other
communications to or from a district, regional.or the Atlanta office;
records management documents; and other related documents.

DISPOSITION: Cut off file each fiscal year; hold in current files
area 1 year; then destroy.

" Report of State-Equipmént held by employee file

DISPOSITION: retain in cfa until equipment is turned into station

B. Law Enforcement Operation files: law enforcement summary; law
enforcement activities-monthly progress; hunting, fishing, boating
cases for year; uniform casualty report; motor vehicle accident
report; drowning and water death report; boating accident report;
follow-up on prosecution report; radio messages; complaints; stolen
boat report; accident control report; rangers' weekly vehicle expenses
radio, activities report; monthly motor expense report; report of
deer killed; road-deer killed report; pond check request; crop
damage report, and other related documents.

DISPOSITION: Cut off file each fiscal year; hold in current files
area 2 years; then destroy.™
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Violation Report files: report of night dee&'hUnting violation;
report of illegal fishing (coast):; cases made for month; case
ticket; and related documents,. ' '

DISPOSITION: Open Violation Report file: retain in current
files area until final resolution of case; then
transfer file to Closed Violation Report file.

Closed Violation Report file; cut off each fiscal
year; hold 1 vyear; then destroy.

Confiscatéﬁ'Equipmeht files: game and fish receipt of property;

property tag; return of confiscated equipment; and related
documents.

DISPOSITION: Retain in current files area until equipment is
returned; then destroy.




